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SONFIDENTIAL

Comptroller 9 August 1954
Apting Chief, Monetary Branch
hgent Ceshier Procedures

1. In azccordance with your request, there is presented

. herewith & summary of pres nt procedures governlng the
appoiniment of agent cashiers, and the polleles and regulations

relating to the performance o% their dutles, Included as

attachnonts are samples of the various formes uszed and charis

illustrating the procedures described hsrein,

2., Any sdditiomal imformation which you mey require

will Be forwarded upon reguest, 25X1A
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A BETIEIZION

25X1A 1, Agenoy Regulation | peragraph la, states that "Agent
Cashisrs are employees designated to receive and disburae the

funds of the Agency”,
2. The U, §. Treaswy Department "Mamual of Procedures and

Mstructions for Agent Cashiers” defines an agent cashier as
*an smployee of a Federal depertment, sgeney, or corporation
Whe, having been recammended by the head of the setivity, has
bean 20 designated by the Ghief Disbursing Officer or a
Beglonal Disbursing Officer and thereby authorized io perform
asrtaln disbursing functions wnder parsgraph 2, sectioni, of
Exscutive Order 6166 of Junme 10, 1933", (Section 0101)

1. Neminations for appointmsnts of agent cashiers sre made by the ’
“hisf, Monetery Branch through the Chief, Finance Division, to
the Jempiroller,

2. The Comptroller reviews thes: nominations and, if he approves,
forwards his recommendation through the Deputy Director
{Ammmﬁaﬁ to the Director of Central Intelligence iz
sseordance with the provisionsg of Regulatiol ] paragraph 1b, 25X1A

3. The Director, if he concurs in the selection, will request the 25X1A
appointment in agoordance with the provisions of Begulation 1
paragraph leo, and section 1 of the "™Manual of ﬂ‘?c«sdm'es and
fstrustions for Agent Ceshiers®, (See Fxhibit I

1. At such time as nomingtlons are fopwarded by the Chief, Monstary
Bransh {o ths Comptroller, the following docwmsnts will be
mmga in duplicate and submitted in comjunction with such
sming 1<~

8. A draft of a Jetter to be writien on the Director's

isttorhead, addressed to the Chief, Disbursing Officer,
Pepartament of the Treasury, requesiing the appointment,
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d noaines, for review by tha Camptroller, the Deputy

reotor (Administration) and the Director of Csntral
Iatelligence,

¥hen the somimation 1s approved by the Director of Cemtral
Intelligeace, the letter signed by him ia returned through the
seme channsls to the Chief, Monetary Branch, This letter is then
: w&emnﬁt}:ﬁ%f,ﬁamhryﬁmmh,tatha
Chisf, Dlsburaing Officer, Depertment of the Treasury. GEvidence
of bomd, in the amount of $200,000,00, 1s also subnitted to the
Ghief Distursing Officer at this tine,

At such time 35 the recommsadetlon of the Director of Centrasl
Intelligence has besn approved ty the Departaent of the Treasury,

Chlef, Monetary Draneh will be notified by telephons, with a
wdsaquent confirmation by lettar to the Pirector of Central
Iatelliigance,

Funds advanced to agent cashiers within Central Intelligence

i &rswmnyearrwmmrmafbnkmh, ¥While
s 18 not in accord with uswal Ireasury policy, Seetion 0208
6f the Manual of Progedures and Instrustions of Agent C-ghiers
#tates that in exceptiocnsl ecauss vhere the need is sufficiently

Sesretary of the Treasury may authoriss a local bank ascount in
the mawe of the aent cashier, as such, subject to withdrawal by
the Chief Disburaing Officer, if or whenm necessary,

Prior to opening a bank account in the pase of an agemt cashier,

& senior afficisl of the bank, cleared by the Agenocy, is asked
$ign an agreement recognizing the authority and linitations

wﬁu whiaht Leh the acocount is opensd (ses semple attached as

The original of this sgreement is hand-carried to the Chief
Pisbursing Officer by the agent eashier, with coples being retained
in the Monstary Branch,
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1. Agent esshiers are re.uired to mglintain bond in suc: form and
m &;ﬁ may be required by the Dirsctor of Central Inte}.}.ﬁ:nce
RE Lhe Seerelary of the Treasury. Present policy directs
meintenance of bond in the amount of $200,000,00,

1. The sotivities of agent g2shiers must be in sccordance with
epplieable rogulations of both the Agency and the Department
of the T » An agent cishier thus has a dual respomsibility,
which ia stated In Sections 1301 and 1302 of the "Manual of
Proesdures and Instructions for Agent Cashiers", These twe
sectiong are sumnarized bolow,

1301, *The sgent gashier 1a ssbject to the admipistrative
supervialon of the sgensy in which employed, amd
must confora to such directives as may be issued
for the administrative managemont of hls office®,

1202, "The agent cashier is responaible to the Chief
Bisburying Officer (or Begiomal Disbursing O ficer),
Trocsury Department, for the performance of all
duties relating to the gdvance, paymeni and
sootuntability for funds enirusted to his care”.

1, Requests by agent oashiers for advences of funds are submitted to
the Department of the Treas through the Comptroller, on igency
Porn ¥o, 33-43, (Exhibit III), which 1s used for this purpose.
When signed by the Camptralier, this form is hand-earried %o
Treasury Disburaing Officer located in Ourie Rell, where checks
in speeified amonnts are issued,

2. Bequests by agent cashiers are submitted in agcordance with a
s¢hedule of estimated needs submitted to the Comptroller by the
Sblef, Honetary Branch, during the first week of each mouth,
The proosdure is graphleally presented in Exhibit VII.

1. At the end of each aalendar month, each agent ceshier must submit
& Stapdard Form 1655, (Exhibit IV), to the Chief Disbuyraing Officer,
Departaent of Treasury. Attached thereto is a reconciliation of
e agent sashlerts bank account, prepared by the Chief, Industrial
Contracts Audit Branch, who has been gharged with this responsibility,
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2. At periodic intervals through the maonth, agent esshiers will
sudmlt to the Departzent of the Treasury thelr Standard
ore 16%{ {mxhibit V), whieh, when properly executed, serves
as & Iinsl accountlog for the expenditures dsscribed thereon,
This form muat be signed hy the agenmt cashier, the Chief,
Finance Diviaion, the Deputy Director (Acuinistration) and
the Director of Central Intelligence, To esch such accounting
is atlached a Standard Fora 1655. (Exhibit IV).

3. Submission of these repents 1s 1llustrated in Exhibit VIIiL,

1, During the first vesk of each mamth the Chief, Honetsry Sranch
watmlis to the Compiroller a list of balances of all agent
cashior acoounts amd a detailed scheduls of expenditurss
during the precsding month,

1. While the adminlstrative controls which have basn established
within the Mopetary Branch sould not be sonpletely enumerated
here, they conform to standards generally acoepted by
smmeroinl and financial institntions. Sush controls are
sormally predicated mpon the primeiple of dual reapansibility,
:l; the more fmpertant procedures now in effect are stated

o,

8: A1l eash funds meintained by agent cashiers are
md&alcommlmdnrebahmddany.

b, Bank statements ave delivered umopened to the Chief,
Whﬁaxﬁ?; m;x Bran;h. agdx;xe reconeiled
! % 0 algnes, Ixcepilons taken during
m&igut_lan_ sre refarred to the Chief, Finance
Pivision, through the Chief, Monetary Bramsh, Coples
of resoneiliations are foruarded to the Chief
Disbursing Officer, Department of the Tressury as
sxplained in ¥YIIL-2 abovae,

®. Check booke on all ageni eaghler vank accounts are in the

sustody of the Agency Disbursing Officer, who is not
himeelf an agent cashier,
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4, On 5 March 1952, Mr, Wolf, then Deputy Director,

" {(adminiatration) informed oach bank holding an agent
eashisr agqount thai they should not hrmor smy
sounterchegks and/or unprinted and wnmmbered checks
prefented Ly sny person sgalnst the agent cashier
secount in excess of $50,000,00, This limitatlon,
rather than an absclute reatrietion, was 1o recognition
of the foet that undey emer anq: conditions the check-
books normally used may not accessitle,

€, All the assets of the Mometary Brench, ineludlng agent
- omshiar cagh funds and accounts, gold, and
comxiily assets are s t to wmannounged verflcation
by the Audit Office, and by the Chief, Indusirial Contract
Andit Branch, ‘

f. Cash funds are hold in thre combination sefes
within the Finance Division vault., The combinations
%5 thess safes are known only to the agent cashier to
whom the funds are advanced and to his deslignated
altermate. The electrical alerm system of vault
mﬂm mia'm during pan-vor hours or holidays
ik XN Bare O3 Aat) Lency

Security Officer
. who 25X1A
i’u T UEE EVen WiLh knowledge of these
m,m::;sataeedepmclms smergency
sutrsncs by angope other than the Chief and
Shief, Mnance DPivision, and the Chief and I!epnt; Chief,
Neseiary Brench, On the morning following =n emergency
esatrancs, the | makes 25X1
. wﬁi@ report %o nce Diviaion, giving
ths 2exma of the qferﬂm Btfegtinx the entry and the time
of opening and cloalng,

g. Vouohars recording all recelipts and disbursements are
szmined by the Auvdit Office,

ATTACHMENTS:

Eshibit I
Hnibit I

Benibit II1

Rakibit IV

Bxhibit ¥

Exhibit VI

Txnibit VII )
Rehibit VITI Ve 3 il s3I,
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